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. Introductions Q%?E‘t“i

« Name

 Location/Position

« How long have you been with the Judiciary?
 Duties/What do you do?

« What is your Favorite Color?

Yellow




. What we will cover: {§< GEARS

* General Budget and Finance & GEARS Information
* Dates

* Account Structure

* Budget Overview

e Commitment Control Review & Reports

* General Ledger Review & Reports
* Journal Entries

5
* Purchase Order Reports %s\ Q
* Payment History Research
e Clean-up Tips Q
* Best Practices - 3
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CourtNet - General Information Q%GEARS

Maryland Courts Intranet . -CONNECT
www.mdc

Y Employees MD Courts Administration Reference

L — ]
ourts.gov B

Employees MD Courts Administration Reference Links

AW

Phone Directory + District Court « ADC + Heet Administration wwnw_mdcourts. gov
ACC Org Chart = DC Internet = Drganizational + Inventory Control Site Index
Circuit Administrators + Court of Appeals Directory + State Law Library Site Search
Clerks of Circuit Court » Court of Special Appeals = News & Messages + Video on Demand
Courts Directory + Circuit Court Directory - Resources > Instructions
Education & Training » Court Forms Budget & Fnance Video Conferencing
gyrolifLeave + Judges Court Operations maore
Travel & Expense + Judicial Counci Facilities and Security
Administration
(SharePoint)
* Human Resources
+ |nternal Audit
» IS
+ Judicial College
* Procurement, Contract &
Grant Administration




CourtNet — Department of Budget and (f;{} GEARS
Finance 4 it

Court

Maryland Courts Intranet . »CONNECT

ﬁ Employees MD Courts Administration Reference www.mdcourts.gov o

You are in: Department of Budget and Finance /
Department nvew Please see Newsflash for
important information regarding

Accounting Day coming up on
November 16th.

As the Department of Budget and Finance for the Administrative Office of the Courts, we are
pleased to offer this web site to assist you. Our mission is to provide accurate, reliable, and timely
financial related services to the Maryland Judiciary.

of Budget
and Finance

\ The Department of Budget and Finance is comprised of two units: Accounting Operations, and
Staff Budget and Reports, which collectively handle the accounting, budgeting, and all financial services
of the Judiciary. Key functional responsibilities include accounts payable, revenue, accounts
receivable, formulation, presentaticon, justification and execution of the Judiciary budget, as well as
oversight of the security and operational aspects of the GEARS financial software system. Tammy Sitar
Deputy Director

Allen C. Clark Ill
Director
410-260-1579
Accounting Manual

Forms Accounting Operations 4102601419
This unit is comprised of two areas, Accounts Payable and Revenue, each with a corresponding o
FAQs supervisor. The Accounts Payable unit covers the following areas: payment of invoices to vendors

for goods and services, telephaone, utilities, rents, masters, senior judges, interpreters, and other expenses and payments to employees
Quick Reference for travel, reimbursement, and training/education. The Revenue unit covers the following areas: processing of Certificates of Deposits,
Revenue 120-adjustments, disbursement transmittals, traffic, bond and other revenue refunds; local, agency. special fund allocations,

. printing, reconciliation and distribution of monthly revenue reports.
Employee Spotlight
Budget and Reports
Newsflash This unit is comprised of two areas, Budget and Reports, each with a corresponding supervisor. The Budget unit covers the following
areas: maintenance of the chart of accounts, review and approval of requisitions Judiciary-wide for budget availability and object coding,
monitors budget to actual expenditures throughout the year, encumbrance tracking, budget formulation, budget projections and budget
revisions, working and petty cash funds, and 1099 reporting. The Reports Unit covers the following areas: inter-agency transfers,
monitoring of submitted work/data with GAD, processing of adjustments, printing, reconciliation and distribution of monthly

Questions/Comments

expenditure reports, as well as vendor file maintenance.



. Department of Budget and Finance (}8 GEARS.....

Clark, Allen, Director

Office Manager
Williams, Mia

Accounting Operations

Revenue

Bishop, Suzie, Supervisor
Davis, Vesta, Lead Worker
Barrington, Mamie
Cawthorne, Marlene

Hall, Greta

Tingen, Crystal

Accounts Payable

Hoff, Sharon, Supervisor
Brown, Trudy, Lead Worker
Blair, Antoinette
Dagirmanijian, Hoa

Foote, Cinda

Stewart, Caitlin

Sitar, Tammy, Deputy Director

Unit Director

410-260-1579
410-260-1419

410-260-1415

410-260-1379

410-260-1413
410-260-1297
410-260-1745
410-260-1403
410-260-1241
410-260-1238

410-260-1412
410-260-1378
410-260-1742
410-260-1747
410-260-1578
410-260-1414

Budget and Reports
Nagy, Kate, Unit Director
Budget

Sherrill, Ralph, Supervisor
Emrick, Stephanie

Grote, Daniel

Gugliotta, Trish

Reports

Hall, Jaye, Supervisor
Delashmutt, Ashley
Geissdorfer, Joan

Johnson, Jeanne

410-260-1409

410-260-1244
410-260-1592
410-260-1593
410-260-1251

410-260-1242
410-260-1404
410-260-1422
410-260-1249

As of 3/14/2019



Department of Budget and Finance - é@ GEARS
Newsflash ALy s itonssson

Court

Maryland Courts Intranet > CONNECT

ﬁ Employees MD Courts Administration Reference www.mdcourts.gov oY

You are in: Newsflash
Department

'« of Budget
and Finance On October 11, 2018, Tammy Sitar, Deputy Director, distributed an invitation and agenda Accounting Day, which will be held on
Tuesday, November 13. Please review this information and RSVP as indicated, if you plan to attend.

On July 24, 2018, Tammy Sitar, deputy director, sent an email in reference to new Bank of America identification procedures for cash
Staff deposits. Please review the email and the State Treasurer's Office memo and notify appropriate staff of the change in procedure.

On June 27, 2018, the FY2020 Budget workshop was held at the Judicial College. Workshops were also held earlier in Frederick (June 19)
and Queen Anne's (June 21) counties. Please refer to the PowerPoint presentation and the Budget Workshop Instruction handout as
needed for reference. Please note, budget forms are anticipated to be emailed early August and will include your FY18 actual

Forms expenditures.

Accounting Manual

FAQs On May 31, 2018, Deputy Director of Budget and Finance, Tammy Sitar, distributed an invitation to all Court and Program Budget
Representatives, as well as directions to the FY2020 Budget Workshops coming in June to Frederick County, the Judiciary Education and
Conference Center and Queen Anne's county. Please RSVP and let us know where you would like to attend. The forms will be distributed

O‘umk Reference at a later date.

On April 25, 2018, Tammy Sitar, Deputy Director, sent a FY18 Close email containing the FY128 YE Close Schedule and FY18 YE Checklist
detailing important dates and deadlines for a successful year-end (originally distributed via a GEARS Update on April 23), along with the
Wi F¥18 Encumbrance Form. Please review this information, share with your office staff as needed and reply with any questions or
concerns. In addition, please be sure to review all GEARS email updates and the GEARS site to stay current on year-end processing.

Employee Spotlight

Questions/Comments On November 16, 2017, the Department of Budget and Finance hosted our annual Accounting Day at the JECC. [See photos and more]
Approximately 200 representatives from the state’s Circuit Courts and District Court locations, as well as court related agencies,
programs, and Administrative Office of the Courts departments were GEARed up and ready for the 15th annual Judiciary Accounting
Day.

The morning then kicked into high gear for information sharing and the collective audience heard two presentations: GEARS update
(pptx) and Connect update. (pptx)

After the morning group presentations, participants were able to select and attend four of the following sessions that focused on GEARS
functionality and other issues as indicated below. (pptx)




. GEARS Information

ployees MD Courts Administration Reference

o
9, GEARS
O General Enterprise and Resource Support
#

[ —3
www.mdcourts.gov O

Message from Chief Judge Barbera: COLA increase update
September 24, 2018

Dear Maryland Judiciary Employees,

As you may recall, regular state Judiciary employees will receive a 2 percent cost of living increase that takes effect January 1,

2019. | am pleased to report that regular state Judiciary employees also will be awarded an additional .5 percent increase and a

bonus of up to $500, effective April 1, 2019, with the latter based upon the percentage of time worked. Because these further
increases were contingent upon robust revenues, they represent good economic news for the people of Maryland, as well as

recognition of your contributions to our great state. Read more.

Course Catalog )
October - December

s

& .

echnology Education

Enroll now in new technology training classes

The October-December 2018 course catalog for the Judicial
College of Maryland Department of Technology Education (DTE)
is now available online. Courses include DV Office, MDEC,
Microsoft Office applications, and more. Starting in October, DTE
will offer live online training in a new lunchtime webinar series.
View catalog.

Announcements

Judiciary Phone Directory
Employee Handbook

Social Media Policy

Employee Policies (MD Rule 16-806)
Revenue Collection System (RCS)
Legislative Activities Protocol

Strategic Plan Checklist

“(>CONNECT
%, GEARS«—

B> SharePoint

Human Resources

Career Center
Photography/Video Request Form
Judicial Council

Forms Index

New/Revised Forms Index
Commissioners

Online Employee Suggestion Box



. CourtNet - GEARS Site

COURTS

o

SELF-HELP E-SERVICES

GEARS

b 1.«*""
% GENERAL ENTERPRISE AND RESOURCE SUPPORT

o

QO General Enterprise and Resource Support

SITE INDEX LANGUAGES v

Advanced Search Search Tips

COMMUNITY

/

/"4
o Welcome to GEARS
WHAT'S NEW
GRS ) GEARS is the Judiciary-wide financial system that supports the Budget, Finance,
General Enterprise ; + Spring 2018 Training
AadResg Procurement, and Grants Management processes, as well as Local Court Accounting for Sehiediiiis
e b Circuit and District Courts. The system went live July 1, 2013 and allows for centralized real- Schedule
Support . W : ) . i Registration
time data, along with improved flow of information, transactions and reports. In addition, T getd

Quick Reference
Acronyms
FAQs

S~ 5 Tip Sheets
Training
Forms
Archived Messages

Contact

the system enables a uniform application of our policies and procedures across the
Judiciary.

GEARS Login

« Mileage Reimbursement
Change

« Update - Accounting Day
Overview

10



T
= - { }
. CourtNet > GEARS Site > Tip Sheets Q@ CEARS.

s o B
sTeNDEx  LanGuAGEs v [l

Advanced Search Search Tips

COURTS SELF-HELP E-SERVICES COMMUNITY
LT )
{:}(4; GEARS | General Ledger / Commitment Control Reports

GENERAL ENTERPRISE AND RESOURCE SUPPORT .
= Creating a GL Journal Entry (Updated 05-01-17)

= Running the Ledger Inguiry with Transaction Drilldowns (Updated 05-01-17)

e Welcome to GEAR

GEARS : - . . .
GEARS is the Judigifiry-wide financial § . . .
General Enterprise J Y * Running the AOC Detail Trial Balance Report (Updated 05-01-17)

And Resource

+ Running the Revenue Detail Activity Report (Updated 05-01-17)

e Circuit ape District Courts. The systef * Running the Trial Balance Report (Updated 05-01-17)
time#4ta, along with improved flow ¢ _

ok meterence € system enables a uniform applicd * Running a Budget Status Report (Updated 05-01-17)
Judiciary.

+ Running a Budget Overview (Updated 05-01-17)
Acronyms

* Running the Commitment Control Activity Log (updated 05-01-17)
FAQs

GEARS Login

9.2 Tip Sheets

Training

Forms
Archived Messages

Contact

11



{35 GeARs

General Enterprise and Resource Support

Dates

12



Q-
. Dates — What do they mean? Q8 GEARS

Every Transaction has three dates associated with it.

* Accounting Date - This is the date in which the detailed
accounting information is recorded for the transaction.

* Budget Date/Period - This is the budget date/period (generally the fiscal
year) that the transaction is recorded against (i.e. we are in Budget/Fiscal
Year of FY2019).

e Appropriation Year - This represents the year the transaction is being
recorded against and a budget should reside in the correct AY year for
the transaction in the current Budget Period (i.e. currently we are in
AY2019).

Expenses against the current fiscal year would have accounting and budget dates of 11.19.18, and
with an AY year of AY2019. The accounting date will fall within the budget date/period and default
to the transaction processing date (unless you are processing at year-end). The AY year aligns with
the current fiscal year unless you are recording expenses against prior period accruals or
encumbrances. For example, if you were recording an invoice today against an AY2017
encumbrance, the accounting date would be 11.19.18, the budget date would be 11.19.18/FY19 and
the AY year would be AY2017.

13



. Dates - Voucher 003713269

Q.n
(! GEARS

General Enterprise and Resource Support

Main Menu -

&« GEARS

MARYLAND |UDICIARY

Favorites |

Summary Related Documents Invoice Information

Business Unit MDJUD
Voucher ID 00371326
Voucher Style Regular Voucher
Invoice Date D9/12/2017

Vendor ID 0000007431
ShortName FEDEX-002
Location 001
*Address 1

Save
Copy From Source Document
Invoice Lines (%

Line 1
*Distribute by | Amount
Item
Quantity
Uuom
Unit Price
Line Amount 15.61

Calculate

Distnbution Lines

GL Chart Exchange Rate Statistics Assets
oY ine *GL Unit E"g;f“ Approp Yr
1 MDJUD C25 AY2018
£
Save
@i Return to Search [=] Notify =% Refresh

»  Accounts Payable » >

60091 0301

AQC MD Payment Payments Voucher Aftributes

Invoice No 5-926-55471
Accounting Date |09/19/2017

Pay Terms NETOO = Due Now

Basis Date Type Acct Date

Control Group |A145-FY13 Q

Accrual Voucher

Action | ~

SpeedChart

Ship To AQC-NON_PO
Description Scanner Delivery 1167-1268-5

PCA Accounts Merchandise Amt Budget Date

15.61 09M9/2017

Summary | Related Documents | Invoice Information | AOC MD Payment | Payments | Voucher Attributes | Error Summary

Review Accounts Payable Info = > Vouchers » > “Voucher Activity Inquiry

Error Summary

Invoice Total

Line Total

*Currency
Miscellaneous
Freight

Total
Difference

Run Calculate

>  Regular Entry

Session Defaults

15.61 Comments(0)
UsD Aftachments (1)
=i Approval History
=i
15.61
0.00
Print
Find | View All First ‘&' 10of1 ‘»/ Last

One Asset

Personalize | Find | view Al | (2 | & First ‘& 10f1 ‘& Last

Program Fund

BODG D001 ADDDE

Approp Number

Quantity Dept PC Bus Unit
>
Eh Add Update/Display 14



v,
. Dates—Voucher 00378126—Prior AY QQ

GEARS

General Enterprise and Resource Support

Main Menu ~

& GEARS

MARYLAND [UDICIARY

Favorites ~ |

Summary Related Documents Inveoice Information
Business Unit MDJUD

Voucher ID 00378126
Voucher Style Regular Voucher

Invoice Date 08/31/2017

CAS SEVERN INC
Vendor ID 0000005202
ShortName CASSEVERMNI-001
Location 000

*Address 1
Save
Copy From Source Document

Invoice Lines (%

Line 1
*Distribute by | Amount
Item
Quantity 1.0000
UOM AMT
Unit Price 1,130.70000
Line Amount 1,130.70
Calculate
Distribution Lines
GL Chart Exchange Rate Siatistics Assets
EC"PY Line *GL Unit E"t"“ Approp ¥r
1 MDJUD C25 AY2017
<
Save
|@h Return to Search [=] Notify = Refresh

» Accounts Payable » >

PCA

90001

ADC MD Payment Payments Voucher Attributes

Invoice No 431056
Accounting Date 10/16/2017

Pay Terms MNETOO Due Now
Basis Date Type Acct Date
Control Group |A224-FY18 Q
Accrual Voucher
Action ~

SpeedChart

Ship To JIS - MAIN
Description Optional Services - Ad-hoc sup

Accounta Merchandize Amt  Budget Date

0893 1,130.70 10M16/2017

Summary | Related Documents | Invoice Information | AOC MD Payment | Payments | Voucher Atiributes | Error Summary

Review Accounts Payable Info » > “ouchers = > WVoucher Activity Inquiry

» Regular Entry

Error Summary

Invoice Total

Line Total

*Currency
Miscellaneous
Freight

Total
Difference

Run Calculate

Purchase Order

MDJUD|0000062538|6[1
Associate Receiver(s)

~/| Amount Only

im
Personalize | Find | View All | @I @
Program Fund Approp Number
BOOS noo1 ADOOS

1,130.70
usD

] J]

1,130.70
0.00

Print

Find | View All

Quantity

1.0000

EF Add

Session Defaults
Comments(0)
Attachments (1)
Approval History
"

First ‘4’ 1o0of1

One Asset

First ‘4 10f1

Dept

Update/Display

b Last

Last

PC Bus Unit

15



QQ General Enterprise and Resource Support
4+

Accounting Structure

16



. Account Structure FE‘ERSW.}W

* Batch County/Agency Code (3) — Expenditure = C25 for all but District Court
District Court = C50 only
Revenue = CXX based on County
e Appropriation (AXXXX) — Judiciary Program Number, AO0O06 AOC

e Sub-Program (4) — Based on Funding Type, subcategory of Program, BO06
AOC

 PCA (5) — Expenditure and Revenue have different PCAs, 60091 AOC DBF
* Fund (4) — General, Federal, Special, and Reimbursable, 0001 General Funds
e Account Class (4) — Category, 0900 Supplies & Materials

e Account (4) — Specific Account number, 0902 Supplies

17



o

Bl Accounting Code Structure {Fioears

Program-60 Location-09

| Finance Agency Co0
BC C00 - C79
Batch County C00-C24, C25, C36 Circuit Court Clerks, Expenditures, Rev Adjs
C50, C51-C74, C76, C77  District Court Expenditures, District Court, Rev Adjs, MATS
Appropriation A0001 Court of Appeals
A0003 Circuit Court Judges
A0004 District Court, Drug Court, Federal Funds
A0006 AOC-Administrate Offices of the Court
A0010 Circuit Courts
Sub Programs/Programs B0OO1 Court of Appeals
B003, C003, D003 Circuit Court Judges, Law Clerks, Masters
B004, B044, B045 District Court, Drug Court Federal Funds
B006, GOSA AOC, Grants
A015, 1090, 2260 Circuit Court Locations
PCA
Program Cost Account 10001, 10061, 10091 Court of Appeals Admin, Court of Appeals, State Reporter's Office
30001, 30019, L3021 Circuit Court Judges Admin, CC Masters CSEA Reimb., Law Clerk
60091 40501, 52441, 52449 District Court, Drug Court, Drug Court Federal Funds
60 09

Fund

0001
0003, 3003, 3008, 3037
0005

General Funds
Special Funds
Federal Funds

0009 Reimbursable Funds
Account Class 0400 Travel
0300 Communications
0900 Supplies and Materials
1300 Fixed Charges
Account 0401 In State Routine Travel
0301 Postage
0902 General Office Supplies
1301 Rent

18



Commitment Control KK
Review and Reports

19



. How to Find Information in GEARS(}%?E%RE

There are many different ways to get information:
Review — onscreen
Commitment Control -

* Budget Overview

General Ledger - GL
* Ledger

Report — Printable, Email or Export to Excel
Commitment Control -
* Budget Status Report

General Ledger - GL

* Trial Balance Report

e Detail Trial Balance Report - Expenditures

20



. KK — Budgets Overview {3@ GEARS

* Budgets Overview is an online inquiry tool that
provides summary and detailed information about
activity in expense accounts.

* |t allows users to drill into source transactions within
Budget, Pre-encumbrances, Encumbrances, and
Expenses.

 KK>Review Budget Activities>Budgets
Overview>Budget Inquiry Criteria

21



. Budget Overview Inquiry Criteria (}8 GEARS o

Fawvorites - |

& GEARS

BMARYLAMD |UDICIARY

Budget Inquiry Criteria
Budget Overview

Inquiry KKBASIC

Search Clear

Amount Criteria

Budget Type
“Business Unit MDJUD |3

[lview Stat Code Budgets
@ [pisplay Chart

Reset

TimeSpan
*Type of Calendar | Detail Budget Period [
Budget Criteria
Select Ledger Group Calendar ID
~ OPER_DTL BY

ChartField Criteria

ChartField ChartField From Value ChariField To
Account 0301 @, (0397

Batch Agy % Q, %

PCA 60091 Q, %

Fund % Q %

Approp Number % Q%
Program % Q, [%

Approp Yr Em Q%

[G]save ||[ah Return to Search 1] Previous in List

Main Menu >  Commitment Control ~ > Review Budget Activities -~ > Budgets Overview

Description | )

LedgerfActivity Log Integrity Act Log Internal Integrity

Ledger Group/Set | Ledger Group v| Ledger Group |OPER_DTL [

Operating Detail Ledger Group

Personalize | Find | View All | TV B2 First ‘4 10f1 ' Last

Include Adjustment

From Budget Period To Budget Period Include Closing Adjustments

Period(s)
2018 QL (2018 QY O O
Budget Status

Info ChartField Value Set Update/Add E Open
a o @, Update/add [ Closed
Qa O @, Update/add O Hold
Q id 3, Update/Add
@ @ @, Update/Add
Q id @, Update/Add
Q i &, Update/Add
Q id ), Update/Add
4 | Mextin List [] Notify = Refresh ﬂ & Update/Display 22




. ' AU
. Budget Overview Inquiry Results {

GEARS

General Enterprise and Resource Support

Favorites = | Main Menu

& GEARS

MARYLAND JUDICIARY

Inquiry Results

Business Unit

Ledger Group COPER_DTL

MDJUD

Operating Detail Budget Def

Type of Calendar Detail Budget Period

Amounts in Base Currency USD
Revenue Associated:

Return to Criteria Max Rows 100
Ledger Totals (3 Rows)
Budget
Expense
Encumbrance

Pre-Encumbrance
Budget Balance
Associate Revenue

Available Budget

Budget Overview Results

E::g:t‘ Approp Yr«  PCA
1B & 2018 AYZ2018 60091
2B Ey 2018 AY2018 60091
3Ry By 2018 AY2018 60091
£
Return to Criteria ~ *Motes

Accounta

0301

0302

0206

Display Search

Options

23,300.00

1,267.97
0.00
0.00
22,012.03
0.00

22,012.03

Budget
21,000.00
0.00

2,300.00

= Commitment Control » > Review Budget Activities » > Budgets Overview

Net Transfers

Personalize | Find | View Al | 0| B

Pre-Encumbrance

0.00

0.00

0.00

Encumbrance

Expense
107.02
1.40

1,179.55

0.00

First ‘4 1-30f3 '}’ Last

Available
Budget*

Ledger Group
20,892.98 OPER_DTL
-1.40 OPER_DTL
1,120.45 OPER_DTL

>

23



o
Budget Overview Inquiry Results GEARS

‘ General Enterprise and Resource Support

Activity Log

Ledger OP_DTL_EXP

Activity Log Personalize | Find | View Al | 0| B Fist @ 16016 ) Last

Tran  Document . Monetary a Batc
Linea Label Year Budget Period Approp Yr PCA Account Period Fund Agy

Tran Date P —

07/2412017 1Voucher ID: 2013 2018 AY20138 60091 03 2641 10001
09/05/2017 1Voucher ID: 20132018 AY2013 60091 03 1024 30001
091972017 1Voucher ID: 20132018 AY2013 60091 030 1561 30001
100272017 1Voucher ID: 20132018 AY2013 60091 6.69 40001

10132017 1Voucher ID: 2013 2018 AY20138 60091 6.54 40001

L R R RN T R

1Voucher ID: 20132018 AY2013 60091 40001

10162017 &

q |
[ ok |

24



o
. Activity — Budget Overview Q% GEARS....

Set up a Budget Overview run control for your location
using the following parameters -

» Budget Period - current year 2019
» PCA — for your location
» Accounts — 0101 through 1446

» Drill into an Pre-Encumbrance to review
Requisitions

» Drill into an Encumbrance to review Purchase
Orders

» Drill into an Expense to review
vouchers/journals

25



. KK - Budget Status Report QS CERRS

* This is similar to the Budget Overview providing a
static view (snapshot of time) of budget information.

* Displays the budget, pre-encumbrance,
encumbrance, expense and remaining budget.

e Allows user to have a printable report of the Budget
Overview information.

e Commitment Control>Budget Reports>
Budget Status

26



KK - Budget Status Report Y GEARS

R 1 C : 1 tr : I O General Enterprise and Resource Support
o

Favorites - | Main Menu - >  Commitment Control - > Budget Reporis -~ > Budget Status

& GEARS

MARYLAND JUDRCIARY

Commitment Control Budget Status Report

Run Control ID KK__Auto_Recon Report Manager Process Monitor tun
Report Request Parameters
“Unit MDJUD -} Administrative Office of Court
*Ledger Group OFPER_DTL Q Operating Detail Ledger Group
Refresh
ChartField Selection Personalize | Find | 2 | B First ‘4 1-14 of 14 ‘%’ Last
Sequence ChartField Name Include CF Subtotal Value To Value
1| Approp Year [ [+ AY2018 G |AY2018 QL
2| Program Cost Account ] ] 60091 @, (60091 R,
3| |Account [l [ ID_L_ <, [o3g7 e}
Activity [ O < § (=3
PC Business Unit (| [ (&'} Q
Appropriation Number (| (| Q. 3,
Department (| [ s} e}
Fund 1 [ (&} 2
Batch Agency (| [ (&'} Q
Budget Period (| (| 2018 G, 2018 3,
Program Code (| [ (&'} Q@
Project (| [ i, R
Source Type (| [ (&'} Q
Statistics Code 1 (I a, e}

Bl save [EF Return to Search EL Add F Update/Display 27




. KK - Budget Status Report

Report ID: GLSB020
Bus. Unit: MIJUD--Administrative Office of Court

Ledger Grp: OPER DTL -- Operating Detail Ledger Group
Currency : USD

Chartfields Criteria

Approp Yr: A¥2018 PCA: 60091

Approp Yr PCA Aoccount

AY2018 &0091 0301 Postage

AY2018 60091 0302 Telephone

AYZ2018 60091 0306 Cell Phones

Subtotal for Approp Yr AYZ018

Grand Total

Account

Budget

21, 000.

2,300.
23,300.

23,300.

BUDGET STATUS REPORT

oo

ki)

oo
oo

oo oo

RAszscc Revenue

00
oo
0o
00

.00

PreEncunmbrance

oo oo

.oo
-oon
.oo0
.oo

.oo

Encumbrance

oo oo

.00
.00
.00
.00

.00

GEARS

General Enterprise and Resource Support

Page No. 1
Run Date 11/06/2017
Fun Time 14:30:30

nee

107.02

1.40
1,179.55
1,287.87

1,287.87

Remaining

20,892,598
-1.40
1,120.45
22,01Z2.03

22,012.03

28



o
. Activity — Budget Status Report Q% CEARS.

Set up a Budget Status Report run control for your location
using the following parameters —

» Budget Period — current year 2019

» PCA — for your location

» Accounts — 0101 through 1446

» View report on Screen in a PDF format

29



General Ledger — GL
Review and Reports

30



- 2y
GL — Ledger Inquiry {4 CEARS .

* GL Ledger Inquiry is an online inquiry tool that shows
information posted to the general ledger.

* Most journals in the general ledger are a combination of
entries with various PCAs and journals are secured by
chartfield security, which can not be accessed by all.
Chartfield security is tied directly to your PCA access.

(DBF staff can drill into the journals.)

* General Ledger > Review Financial Information > Ledger

31



Q
. GL — Ledger Inquiry (< GEARS

Favorites - | Main Menu - > General Ledger ~ > Review Financial Information - > Ledger

&+ GEARS

MARYLAND JUDICIARY

Ledger Inquiry
Enter ledger, period, ChartField and rest of the criteria. Click on Search button to execute the query.

Ledger Criteria

Inquiry Name *Unit *Ledger *Fiscal Year *From Period *To Period Currency
BASIC MDJUD |Gy, [ACTUALS a [ 2018|@ |Gy 12|a a,
Stat Code Date Code View
Q Q
] show YTD Balance include Closing Adjustments Max Ledger Rows
] Show Transaction Details [J only in Base Currency 100]|
Search Clear Delete
Chartfield Criteria Personalize | Find | ] B First '4) 1-120f12 k) Last Include Adjustment Periods
Sel Period
ChartField Value ChartField Value Set Update/New Sum By Value Required Order-By
bl 993
Account 0301 Q, Q) Update/New [+ v 1
Department QL Q, Update/New ™
Batch Agency Q C, Update/New ™
Program Cost Account  |G00S91 Q. C, Update/New ™
Fund Q Q, Update/New O
Appropriation Number QL Q, Update/New ™
Program Code Q Q, Update/New ™
Approp Year Q. C, Update/New ™
Affiliate Q. C, Update/New ™
Fund Affiliate Q. C, Update/New ™
Project Q. C, Update/New ™
Adjustment Type Q. C, Update/New ™
[§]save ||[@h Return to Search [%=] MNotify L& Add & Update/Display
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Q ol
. GL — Ledger Inquiry < GEARS

Faworites = | Main Menu = > General Ledger = > Rewiew Financial Information = > Ledpger

& GEARS

PASETLANG |UTSCIART

Ledger Inguiry
Transaction Details

Ledger Criteria

Go To Inquiry Criteria
Transaction Criteria
Transaction Detsils Find | WView 1 First ' 1-20f3 '* Last
Ledger by Period and Chartfields Personalize | Find | = | E 1of1
Perlod Account Account Description stat
10301 Fostage
Amount (in Transaction Currency) 2841 UJSD Amount (in Base Currency) 2641 USD
Joumals Personalize | Find | i—-"—-| E First ‘4’ 1of1 ‘& Last
Amount {in
A Amount (iIn
Joumal ID Line Deacr Date 2aq Stat amt WR Traneaction Currency Basa Currency
Currsncy) Base Currency)
APAD154208 AP Accrusls O7/24/2017 0.00 N 2d.41 UsSD 2d.41 UsSD
Ledger by Period and Chartfields Personalize | Find | 2 | [ 1of1
Parlod Account Account Description Stat
303 Faostage
Amount (in Transaction Currency) 2585 UsSD Amount (in Base Currency) 2535 UsD
Joumals Personalize | Find | FJ‘—'| E First ‘4 1-2of2 '» Last
Amaurt {in aAmount (in
Joumal ID Line Deacr Date Sai Stat amt R Traneaction Curren Base CUImand:
q Currency) =¥ Base CuITency) ¥
APAD153188 AP Accrusls Der12017 0.0D M 1024 USD 1024 USD
APAD159227 AP Accrusls DE27i2017 0.00 M 15,61 UsSD 1561 UsSD
Ledger by Period and Chartfields Personalize | Find | = | E 1of1
Parlod Account Account Description atat
4 0301 Fostage
Amount (in Transaction Currency) 5475 USD Amount (in Base Currency) 5478 USD
Jourmals Personalize | Find | f«-"—-| E First ‘4 1-3of3 '* Last
amount (in
A Amount (In
Joumal ID Line Deacr Cate =g Stat Amt WR Traneaction Currency Eawe Curmency
Currency) Bape Cumrency)
APAD1G0417 AP Accruals 10272017 0.00 N 8.68 USD 8.68 USD
APAD161506 AF Accruals 10272017 0.00 N 41.53 UsSD 41.53 UsSD
APAD161820 AP Accrusls 10732017 0.00 M 8.54 USD 8.54 USD
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. . 2y
Activity — Ledger Inquiry (}Q GEARS ..

Set up a Ledger Inquiry run control for your location using the
following parameters —

» Budget Period — current year 2019
» Period — 1 through 4
» PCA — for your location

» Account — 0301, try two other accounts used at your
location

34



e Report that shows summary balance information.

* Prints YTD debit and credit totals through
monthly period selected (they are not netted).

* Does not show budget information.
* Allows user to see all summary level activity posted

to the General Ledger (JGEN).
* GL>General Reports>Trial Balance

35




o

. Trial Balance Run Control 8 SEARS. ..

Favorites | Main Menu ~ » General Ledger = > General Reporis » > Tral Balance

& GEARS

MARYLAND JUDICIARY

Trial Balance Report

Run Control ID Basic Report Manager Process Monitor =10

Language | English w

Report Request Parameters

Unit MDJUD Q. *Ledger ACTUALS Q. Include Adjustment Periods

Fiscal Year| 2018 Period| 12 Adjustment Period

Currency Option |Base | Currency Q 1] v &=

[ bisplay Full Numeric Field Date Code Al

Refresh
ChartField Selection Personalize | Find | (2| [ First ‘4 1-140f 14 ‘&' Last

Sequence ChartField Name Include CF Descr Subtotal Value To Value

&
O
Y

1 Approp Year AY2018 Q, |AY2018
2| Fund

3| Appropriation Number
4| Program Cost Account 50021
5 Account 03m
Fund Affiliate
Department
Adfiliate
Adjustment Type
Batch Agency
Book Code

Program Code

OOooDoDOoOoo0oo0®m®O0d

Project

I O O O AR A ALY
oooooobDuooDo®e®dOod
P L L LLLLLLLLLA
L L L L LLLLHLLLLLE

Statistics Code

O

[Flsave ||[@r Return to Search =] Previous in List =] Nextin List [=] Notify [E& Add #3 Update/Display 36




. Trial Balance Report

Report ID: GLS7012
Bus. Unit: MDJUD--Administrative Office of Court
Ledger: ACTUALES -- Actuals Ledger

As of Year 2018 and Period 12
Base Currency: USD
Approp Yr Fund
AY2018 0001

Approp Number DCA

A0006 60051 ROC BUDGET RND FINANCE

Total for PCA 60091

Total for Approp ¥r AYI018

Total for Ledger

PeopleSoft GL
TRIAL BALANCE

Q_

{f GEARS

General Enterprise and Resource Support

Page No. 1
Fun Date 11/068/2017
Fun Time 15:089:35

Pres Imstance: 1463045

Account Cur Transaction Debit Transaction Credit
0301 Dostage usD 107.02 0.00
0302 Telephone usD 1.40 0.00
0306 Cell Phones usD 1,179.55 0.00
1,287.37 0.00

1.287.97 0.00

usD 1,287.97 0.o00
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Activity - Trial Balance (}Q GEARS

Set up a Trial Balance run control for your location using the
following parameters —

» Budget Period — current year 2019
» Period — 3

» Show the following on your report
v’ Approp Year
v'PCA — show description and subtotal amounts
v'Account — show description

» Approp Year — AY2019
» Accounts — 0101 through 1446
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. Detail Trial Balance Report Q(%GEARS eeeeeee -

e Customized report that shows all posted
details to the General Ledger that are part
of the balance as requested in the report
parameters.

* Does not show budget information.

e This report was designed to provide the
same information as the previously
distributed reports (DAE100).

%  WARNING: Be sure to review your parameter selection when using this tool. These
reports can become very large and can affect system performance!

 GL>General Reports>GL Trial Balance Detail
Report
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. Detail Trial Balance

o
9, GEARS
O General Enterprise and Resource Support
a2

Favorites « | Main Menu ~

&« GEARS

BARYLAMND | LIDIC 1A RY

GL Trial Balance Detail Report

Run Control ID Basic

Report Request Parameters

» General Ledger ~ > General Reporis =

GL Trial Balance Detail Report

*Business Unit: MDJUD |3, *Ledger: ACTUALS

*Accounting Period From:
*Batch Agency From: |C25
*PCA From: G009
Account From: 0301

Project 1D From:

[l save ||[@* Return to Search

| Previous in List

Report Manager

1 *Fiscal Year:| 2018

> GL Trial Balance Detail Report

Approp Year (eg: AY2013

*Accounting Period To: 12

*Batch Agency To:
*PCA To:
Account To:

Project ID To:

4= Mextin List

C25
Go091

0297

=] Motify

Process Monitor

AY2000):

aQ

L& Add

£

RN

Process Instance: 14635965

Q

Update/Display
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. Detail Trial Balance Report

WY LA
¥
i

“E’.’Q 1o _y\?:‘

BUSINESE UNIT: MDJUD

LEDGER: ACTUALS FISCAL YEAR: 2018
BATCH AGENCY FROM: C25 BATCH AGENCY TO:
PCA FROM: 60031 PCA TO: &£0021
ACCOUNT FROM: 0301 ACCOUNT TO: 0337

BATCH DOC NER VOUCHER INVOICE

cas

25
25

Cca5
cas
Cc25

25

VZAR02Z13

VER11B809
VER14505

VZR17208
VER20807
VEZR21108

VER18331

00356454 5-86B8-T0632

00366975 5-913-21959
00371326 5-926-55471

00374533 5-941-48442
00377841 5-955-50920
00378183 5-956-028951

00375646 1743926641

AQC GENERAL LEDGER DETAIL TRIAL BALANCE REPORT

PERIOD FROM: 1
JENL DATE PCA ACCOUNT

07/24/2017 €0031 0301

0301 Monthly Actiwvity:
09/13/2017 €0091 0301
09/27/2017 60081 0301

0301 Monthly Actiwvity:
10/12/2017 60091 0301
10/30/2017 60091 0301
10/27/2017 60091 0301

0301 Monthly Actiwity:
0301 Beginning Balance:
0301 Period Actiwvity:

0201

10/17/2017 60091 0302

g3oz Monthly Actiwvity:
g3oz Beginning Balance:
g3oz Period Activity:

0202

PERIOD TO:

12 APPROP YEAR: AY2018

26

26

10

15

25

54

107

Ending Balance:

Ending Balance:

TRANS AMT
.41
.41
.24
.61
-85
.69

.54
.53

.76

-00

.02

.40

-40

.00

-40

CUSTOMER /VENDOR PROJECT JENL ID LINE FD
FEDEX APAOLS4206 21
FEDEX ADAD1EB1EE 1z
FEDEX APA0159227 33
FEDEX ADPAD1E0417 14
FEDEX ADAOLE1620 14
FEDEX APAO1E1506 T4
107.02
WEST UNIFIED COMMUNI ADAO1E0E98 4 4

DAGE WO: 1
RUN DATE: 06-HOV-2017

1.40

ACCT DT

07/24/2017

09/05/2017
09/19/2017

10/02/2017
10/13/2017
10/16/2017

10/05/2017

APPROP

AY2018

RY2018
AYZ2018

AY2018
AY2018
RAY2018

AYZ2018

IR

GEARS

General Enterprise and Resource Support
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GEARS

General Enterprise and Resource Support

Detail Trial Balance Report

:\?‘YL‘LL
fr‘ AQOC GENERAL LEDGER DETAIL TRIAL BALANCE REFORT
v XS
A
ECTRINS
BUSINESS UNIT: MDJUD PAGE NO: 2
LEDGER: ACTUALS FISCAL YEAR: 2018 PERICD FROM: 1 PERIOD TO: 12 APPROP YEAR: AY201s8 RUN DATE: 0&6-HOV-2017
BATCH AGENCY FROM: C25 BATCH AGENCY TO: C25
PBCA FROM: 60031 PCA TO: 60051
ACCOUNT FROM: 0301 ACCOUNT TO: 0337
EATCH DOC NBE VOUCHER INVOICE JRNL DATE PCA ACCOUNT TRANS AMT CUSTOMER/VENDOR PROJECT JENL ID LINE FD ACCT DT APPROP YR
C25 VERO3S503 00358582 9789790927 08/01,/2017 60091 0306 102.10 VERIZON WIRELESS APAD1S4465 12 2 08/01/2017 RY¥YZ018
C25 VEROS001 00360744 BT70958191 08/08,/2017 60091 0306 B84 .00 AT&T MOBILITY APAO1S5Z225 B 2 08/08/2Z017 RYZ018
C25 VER09901 00366226 9791538184 08/31/2017 60091 0306 102.10 VERIZON WIRELEESS APADLIST339 17 2 08/30/2017 RY¥Z018
0306 Monthly Activity: 288.20
25 VER11703 00368717 870958191 09/12,/2017 60091 0306 B84.00 ATeT MOEILITY APADLISE0TS 17 32 05/11/2017 A¥YZ018
0306 Monthly Activity: 84.00
C25 VEZR17501 00374754 9793293537 10/04/2017 60091 0306 102.10 VERIZON WIRELESS APARD1S9583 13 4 10/03/2017 A¥2018
C25 VER12901 0037ce%c B70958191 10/11/2017 €0091 0306 84.00 AT&T MOBILITY APARDLE0Q305 21 4 10/10/2017 RYZ2018
0306 Monthly RActivity: 186.10
C25 VER24402 00382747 9795060079 11/03/2017 60091 0306 621.25 VERIZON WIRELEESS APADLEZ066 1 5 11/02/2017 RY¥Z018
0306 Monthly Activity: 621.25
0306 Beginning Balance: 0.00
0308 Pericd Activity: 1,179.55
0306 Ending Balance: 1,17%.55
Ending Balance Grand Total: 1,287.97
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o
Previous KK — Budget Overview Q@GEARS

Activity Log

Ledger OP_DTL_EXP

Activity Log Personalize | Find [ View All | | B2 First (0 160f6 () Last

Tran  Document N Monetary N
Tran Date Lines Label Document IDa Year Budget Period  Approp Yr PCA Account o . Period Fund

072412017 1Voucher ID:  D0356454 20132018 AY2018 60091 0301 10001
08052017 1Voucher ID:  DO366875 20132018 AY20138 60091 0301 3 0001
09192017 1Voucher ID:  D0371326 20132018 AY2018 60091 0301 30001
1Voucher ID: 00374533 20132018 AY20138 60091 . 4 0001

107132017 1Voucher ID: 00377841 20132018 AY2018 60091 X 40001

LCREL R T R R

&
&
&
10022017 &
&
&

10162017 1Voucher ID: 00378133 20132018 AY20138 60091 4 0001

H‘
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. Previous GL — Ledger Inquiry

GEARS

Faworites » | Main Menu =

&« GEARS

MAARTLAND |UDRCTARY

Ledger Inguiry
Transaction Details
F Ledger Criteria

Go To Inquiry Criteria

Transaction Details

Ledger by Period and Chartfields

Pariod Account
10301
Amount (in Transaction Currency)
Jourmnals
Joumnal I Line Dascr Date Saq
APAD1S4208 AP Accrusls O7i24/2017
Ledger by Period and Chartfields
Pariod Account
303
Amount (in Transaction Currency)
Jourmnals
Joumnal I Line Daecr Dats EET
APADISE133 AP Accrusls Der132017
APAD159227 AP Accrusls DE272017
Ledger by Period and Chartfields
Fariod Account
4 0301
Amount (in Transaction Currency)
Jourmnals
Joumal I Line Dascr Date Zaq
APAI1G041T AP Accruals 10122017
APAD181508 AP Accrusls 1272017
APAT1E1620 AP Accrusls 107302017
|[FlSave ||EF Rewm to Search | [ Notify |

Account Description
Fostage

28.41 USD

Stat amt R

0.00 N

Account Description
FPostage

2585 USD

stat amt R

0.00 N

0.00 N

Account Description
FPostage

5476 USD

Stat amt R

000N
0.00 N

0.00 M

> General Ledger - > Review Financial Inforrmation » » Ledger

Transaction Criteria
1-3oF3 '*

Find | Wizw 1 First 4 Last
Personalize | Find | 12 | ER 10f1
stat
Amount [in Base Currency) 2541 UsSD
Personalize | Find |20 | B Fist 4 10f1 & Last
Amaunt {In
Transacticn Currency am“é“.::’é'n'é'ﬁ Base Currency
=)
26.41 USD 28.41USD
Personalize | Find | 22 | B 1af1
stat
Amount (in Base Currency) 2585 UsD
Personalize | Find | (20 | B First 4 12062 0 Lasm
amount [In
Amaunt {in
Transaction cllmcy EB&BCI.II'IDIH:)'
- ol Bass Cirency)
10.24 USD 10.24 USD
15,61 USD 15.61 USD
Personalize | Find | 22 | B 1af1
stat
Amount [in Base Currency) 5478 USD
Personaize | Find | (20 | B First 4 130f3 0 Lasm

amount [in

mmr: Currency Ea“’“‘mg; Base Curmency
.60 UsD a.68 UED
41.53 USD 4153 UsD
A.54 USD A_54 USD

|E pdd || £ UpdateiDisplay
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o
. Activity — Detail Trial Balance { ¥ GEARS

Set up a Detail Trial Balance run control for your locations using
the following parameters —

» Budget Period — current year 2019

» Approp Year — AY2019

» Accounting Period From 1 through 6
» Batch County C25= AOC or C50=DC

» PCA — for your location

» Account 0301, try two others accounts
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Journal Entries

JGEARS

O eeeeeeeeeeeeeeeeeeeeeeeeeee Support
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* Journal Entry/Expenditure Adjustments are
processed to reclass funds. For example:

 Change the coding on an already posted voucher

* Correct Appropriation Year
e Correct Account Code and/or PCA

e Reclass P-Card transactions from 0995
* Expenditure Journals now require approval

* Journal should always have an attachment — backup
for journal (only PDF)

e GL>Journals>Journal Entry>Create/Update Journal
Entries
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General Enterprise and Resource Support

0
Journal Entry — Date Q%GEARS

Favorites - ‘ Main Menu - » General Ledger~ > Joumnals- > Joumal Enfry » > Create/Update Joumal Entries

& GEARS

MARYLAND |UDICIARY
Create/Update Journal Entries

Eind an Existing Value || Add a New Value

Business Unit MDJUD |
Journal IDINEXT Create/Update Journal Entries

Journal Date|03/26/2018 ||

N

add Current Date Business Unit/MDJUD | @,

Journal ID{NEXT
Journal Date |6/30/2018)  |[5)

Find an Existing Value Add a New Value

Find an Existing Value | Add a New Value Add Year-end date
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Journal Entry — Header Page

9 GEARS
O General Enterprise and Resource Support

Favorites ~ | Main Menu - 5

% GEARS

MARYLAND | LIDICIARY

Header Lines Totals Errors

Unit MDJUD

Long Description

*Ledger Group
Ledger

*Source
Reference Number
Journal Class

Transaction Code

SJE Type

Entered By

Entered On

Last Updated On
[F]save ||[=]Mofify ||i* Refresh

Header | Lines | Totals | Errors | Approval

General Ledger - >

Approval

Journal ID MEXT

Joummals ~ > Journal Enfry ~ >

Create/Update Journal Entries

Date 03/31/2016

Reclass 0995 P-Card-Gebruary

226 characters remaining
ACTUALS

ONL

a
GEMERAL (&}

Currency Defaults: USD f CRRNT 7 1
Attachments (0)
Reversal: Do Mot Generate Reversal

JAYMISE HALL

Jaynise Hall

Adjusting Entry MNon-Adjusting Endry

Fiscal Year 2016
Period ]

ADB Date 03/31/2016

Auto Generate Lines

[ save Journal Incomplete Status
] Autobalance on 0 Amount Line

CleTa

Commitment Control

[+ Add || 5] Update/Display
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Journal Entry - Lines Page

s

GEARS

General Enterprise and Resource Support

Favorites @ Main Menu > General Ledger » Journals » Journal Entry » Create/Update Journal Entries

" Header \m” Totals | Emors [ Approval

Unit: MDJUD Journal ID: 0000115545 Date: 03/31/2016 ' Errors Only
Template List Search Criteria Change Values
- InterintraUnit | “Process: Edit Journal v| | Process | EE e |10 B =
Personalize | Find | & | £
Select Linex *Unit SpeedType Batch Fund Approp Program PCA~ Approp¥Yr  Account Amount *Le
Agy Number
0o [MDJUD |Q | Q [C25|Q, (0001 Cy |ADOD6C, |BODG Q@ (60091 |Q |AY2016 Q (D902 | Q | 3333 ACT
O 2 [MDJUD Q| Q [c25 @ (0001 Cy |ADOD6CY |(BODG Oy (60091 |Qy |AY2016 O (D995 QO | -33.33 ACT
< >
Lines to add: |_1 E|
Personalize | Find | View 20 | B | 3 Fist B 4050 T Laat
Uinit Total Lines Total Debits Total Credits | Journal Status Budget Status
MDJUD 2 33.33 33.33 v

& save [S) Notiy |7 Refresh |

Header | Lines | Totals | Errors | Approval

[Er Add ] UpdateiDisplay
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o
Journal Entry — Header Page GEARS

o

General Enterprise and Resource Support

Warning — All online journals should have at least one attachment. (20000,181)

All online journals should have at least one attachment. This journal has no attachment. Continue to save?

| oK | Cancel




General Enterprise and Resource Support

o
Journal Entry — Submit Approval Request Q@GEARS

ngimsmmym>mdmdw>mms>mm>omnmmdm

& New Windo
Jeader _Lnes ok Erors

Unit: MDJUD Journal ID: 0000118545 Date: 0313172016 3 Submt )
Unit: MDJUD
Approval Check Active: Y
Approval Status: Pending Approval
Approval Action:
Deny Comments: 2
All 'ONL' Approvals
= Unit MDJUD, ID 0000118545, Date 2016-03-31, Line Unit MDJUD:Pending
Local PCA Approvals
Pending
Multiple Approvers
C] GL Journal orlv Approvers

@ Seve [ Notly ) Retesn EvAdd 5 UpdeteDisplay

Header | Lines | Totals | Errors | Approval
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. Journal Entry — Approval Email Q;C% GEARS ...

From: Tammy.Sitar@mdcourts.gov [mailto:Tammy.Sitar@mdcourts.gov]

Sent: Monday, March 28, 2016 12:34 PM

To: Darla McLaughlin <Darla.McLaughlin@mdcourts.gov:

Subject: Journal ID "0000120504" Business Unit "MDJUD" Has Been "Approved"

The following journal has been "Approved".

Business Unit: MDIUD
Journal 1D: 0000120504
Journal Date: 2016-03-01

Line Business Unit: MDJUD
You can navigate directly to the journal entry page for more information by clicking the link below.

https://eears.mdcourts.gov/psp/fsprd/EMPLOYEE/ERP/c/PROCESS JOURNALS.JOURNAL APPROVALGEL?
Pape=JOURNAL APPROVAL&Action=U&BUSINESS UNIT=MDJUDE&JOURNAL 1D=00001205048]0URNAL DATE=2016-03-01&BUSINESS UNIT LN=MDIUD
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General Enterprise and Resource Support

o
Journal Entry — Status Approved QgGEARS

Favgil:es MainvMenu s General Ledger »  Journals »  Joumnal Entry > Createf/Update Journal Entries

2 New Winc
" Header |/ Lines |/ Totals || Emors \

) Submit |
Unit: MDJUD Journal ID: 0000118545 Date: 03/31/2016 |—|
Approval Status Find First B 1074 I Last
Unit: WMDJUD
Approval Check Active: Y
Approval Status: Approved to Post
Approval Action:
\El]
Deny Comments:
All 'ONL" Approvals

¥ Unit MDJUD, ID 0000118545, Date 2016-03-31, Line Unit MDJUD:Approved

Local PCA Approvals

Approved

“ Tammy Sitar
GL Journal ONL Approvers
0331186 - 1:55 PM

» Approval History

@ Save  Q\ RewmtoSeach +F Previousinlist JE Nextinlist [Z] Notiy @ Refresh [Ewdd| ([ uipdate/Display

Header | Lines | Totals | Errors | Approval
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General Enterprise and Resource Support

o
Journal Entry - Posted QSGEARS

Favorites MainMenu > General Ledger » Joumals » Journal Entry »  Create/Update Journal Entries

" Header “m’ Totals [ Emors [ Approval |

Unit: MDJUD Journal 1D: 0000118545 Date: 03/31/2016 [ |Errors Only
Template List Search Critenia
*Process: Post Journal v| | Process | B EH e 10 3 =

Personalize | Eind | E | #H

Fund  Approp

Select  Linea Unit SpeedType T Number Programa PCA~ Approp¥r  Account Amount Ledger
[] 1 MDJUD Q C25 0001 ADDDS BO0G 60091 AY2016 0402 3333 ACTUAL
m - MDJUD Q C25 0001 ADODS  BOOG 0001 AY2016 (0995 -33.33 ACTUA
£ 2>
Personalize | Find | View 21l | B | 3 Fist B0 g or 0 T Lot
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
MDJUD 2 33.33 33.33 P v
B save | |\ RetumtoSearch [ PreviousinList| 4 Nextinlist |[Z] Notify || Refresh [Evedd| |5 Undste/Display)

Header | Lines | Totals | Errors | Approval
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General Enterprise and Resource Support

Journal Entry — Lines Page — Between Fund JQGEARS

”Favg'ﬁtes_: Mahyenu s GeneralLedger s Journak s JoumnalEntry > Create/Update Journal Entries

Header Totals Errors Approval
Unit: MDJUD Journal ID: 0000114523 Date: 12/17/12015 __|Errors Only
Tempiate Lisi Search Criteria
Sn— Edit Journal - | Process ! E & yige: 10 3 =
Personalize | Find | E ! i
Select Linea  Unit SpeedType :‘;‘;’" Fund  APP"P  programa  PCAv AppropYr Account  Amount Ledg
0 it MDJUD Q c25 0001 AD010 J0so J0g0o AY2016 0902 -44 44 ACT
|2 MDJUD Q c25 0001 |A0010 J0go J0g00 AY2016 0912 33.33/ACT
) O B3 MDJUD Q c25 3003 AD010 J092 J0923 AY2016 0912 11.11 ACTI
O 4 MDJUD Q 0001 2402 11.11ACT!
[ 5 MDJUD Q 3003 2402 -11.11ACT
\ < m »
Personalize | Find | View A 0
iUnit Total Lines Total Debits Total Credits Journal Status Budget Status
MDJUD 5 55.55 55.55 P Vv
B Save (Q RetuntoSearch [ PreviousinList E diextin st ] Notiy | | @ Refresh | Eseadd)| |F-Update/Dispiay|

Header | Lines | Totals | Errors | Approval

56



Journal Entry - Description (¢ GEARS

General Enterprise and Resource Support

a2
Favorites « | Main Menu ~ > General Ledger~ > Joumals~ > JoumnalEntry~ > Create/Update Joumnal Entries
Home:
& GEARS
MARYLAND |UDICIARY
Create/Update Journal Entries
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Exisfing Value | Adda New Value
Search Criteria
Use Saved Search
Business Unil[= v | MDJUD Q
Journal ID| begins with
Joumal Date[= w] [01/01/2018 El
Ref Doc| begins with »
Line Business Unit Q, i b
Journal Header Status[= v v] First 10of 1 Last
Budget Checking Header Status|= v v] L .
Source oL a 3 Journal Description Entered By  Attachment Exist
Entered By |beging with /] JAYNISE HALL a March P-card reallocation from JAYNISE.HALL N
Attachment Exist[= v M
[Jcase sensitive
Search Clear | Basic Search |—Q Save Search Criteria  Delete Saved Search
Search Results
View Al First ‘4 1of1 k) Last
Business Unit Journal ID Journal Date UnPost Sequence Ref Doc Line Business Unit Journal Header Status Budget Checking Header Status Ledger Group Source Currency Code Journal Total Lines Journal Total Debits Journal Net Statistical Units Joumal Description Entered By  Attachment Exist
MDJUD 0000171655 03M15/2018 D (blank) MDJUD Valid Valid ACTUALS ONL USD 2 22222 (1] March P-card reallocation from JAYNISE.HALL N

Find an Existing Value | Add a New Value
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Lo J¥
- - 9!
. Activity — Journal Entry Q{} GEARS ..

Prepare a Journal Entry to reallocate funds between PCA or
accounts, using the following parameters -

Programs
» Speed Type — for your location
» Approp Year — AY2019
» Account from — 0902 = General Office Supplies
> Amount $22.22
» Account to— 0912 = Small Equipment or Furniture

Circuit Court, to show reallocation between funds
Speed Type — for your Circuit Court General Funds
Approp Year — AY2019

Account from — 0902 = General Office Supplies
Amount $44.44

Speed Type — for your Circuit Court Land Records
Account to — 0912 = Small Equipment or Furniture

VVVVYY
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{ }< GEARS
JQ General Enterprise and Resource Support

Purchase Order — PO
Reports
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. Procurement Reminders — Q,% GEARS .

* Please be sure to run the Req and PO Budgetary Activity Report(s) on
a regular basis to assist in the close process.
 If a requisition has a remaining amount after a PO has been issued,
please contact your buyer in Procurement to ensure the requisition is
finalized and closed.

« If a purchase order has a remaining amount, it should be reviewed to
determine whether it is valid and should remain open or if it should be

closed.

- Before completing the PO close request, please ensure that all
vouchers associated with that PO have been processed by accounts
payable and are in “submitted to state” status. This can easily be
done by reviewing the AOC MD Payment tab of the voucher. If a Ref.
Document Number is listed, then the voucher has been submitted to
the state for payment. Please process your PO close request each

month . Summary || Related Documents || Invoice Information || AOC MD Payment || Payments || Vouche
Business Unit: MDJUD Invoice No: 20170305JW
Voucher ID: 00370375 Invoice Date: 08052017
Voucher Style: Regular Voucher Gross Invoice Amount: 32099
Control Group 1D: A193-FY18 State Status: Submitted to State 60

Ref. Document Number: |YZA13313 AOC Vendor 1D: JA
Vendor: JA



. Req and PO Budgetary Activity (ﬁgGEARS

General Enterprise and Resource Support

Favorites - | Main Menu - » Purchasing » > Purchase Orders« > Reporis » > Reqand PO Budgetary Activity
& GEARS
MARYLAND | UDICIARY
Req and PO Budgetary Activity /

Run Control ID PC_Basic

Language | English N

Report Request Parameters

Report Manager Process Monitor .

Process Instance: 1466274 1466275

*Business Unit|MDJUD Q3
*Budget Date From 07/01/2017 Eﬂ

Remaining Amount

Business Unit GL MDJUD |G

*To (06/30/2018  |[H]

0.010 usD

ChartField Sort Options Personalize | Find | View All | @I @

First ‘4 1-20f2 ‘&' Last
“ChartField Short Mame From ChartField Value Tao ChartField Value
ACCOUNT @, Account 0809 Q_ |oan9 Q (4] [=]
PRODUCT @ PCA 60021 Q_ [60091 Q (#] [=]
Process Scheduler Request x
User ID JAYNISE HALL Run Control ID PC_Basic
=l Gave * Return to Search Server Name | V] Run Date 11/21/2017 1] i | F Update/Display
' = Recurrence | v|  RunTime[10:3753AM Reset o Current Dae/Time == Py
Time Zone Q
Process List
Select Description Process Name Process Type *Type *Format Distribution
M Procurement Budgetary Activity POSB001 SQR Report Web  w Distribution
{4 Requisition Budgetary Activity POS3002 SQR Report Distribution
QK Cancel




. Req and PO Budgetary Activity

Report ID:POSE002

Business Unit: MDJUD

Account From 0809 To 0809

Requisition Budgetary Activity Report

PeopleSoft Purchasing
REQUISITION BUDGETARY ACTIVITY REPORT

Budget Date From 01-JUL-2017 To 30-JUN-2018 Remaining Amount > 0.01

PCA From 600891 Te 60091

0
<. GEARS

General Enterprise and Resource Support

Page No.
Run Date:
Run Time:

REQ ID Line\Sched\Dist Original REQ Bmount - Liguidated Amount = Remaining Amount PO Amount Account BCR
0000006438 25151 346.75 336.00 10.75 336.00 0809 60091
Totals: 346.75 336.00 10.75 336.00
L] L]
* Procurement Budgetary Activity Report
PeopleSoft Purchasing 1
Report ID:POS8001 PROCUREMENT BUDGETARY ACTIVITY REPORT Run Date: 11/08/2017
Run Time: 11:26:07
Business Unit: MDJUD Budget Date From 01-JUL-2017 Te 30-JUN-2018 Remaining Amount > 0.01 w©sD
Account From 0809 To 0809 PCA From 60091 To 60091
PO ID Line/Sched/Dist Vendor ID Vendor Name Original Amt - Ligquidated Amt = Remain Amt Vouchered Amt Account PCA
0000062563 1/1/1 0000008661-CAPITCL DOCUMENT SOLUTTI 2,400.00 1,200.00 1,200.00 1,200.00 0808 60091
0000062640 1/1/1 0000000731-XEROX CORPORATION 869.40 289.80 579.60 289.80 0808 60091
0000062640 2/1/1 0000000731-XEROX CORPORATION 336.00 125.26 210.74 125.26 0808 60091
0000062644 1/1/1 0000000731-XEROX CORPORATION 386.40 128.80 257.860 128.80 0808 60091
0000062644 2/1/1 0000000731-XEROX CORPORATION 463 .68 32.53 431.15 32.53 0808 60091
0000062644 3/1/1 0000000731-XEROX CORPORATION 798.00 110.48 687.51 110.49 0808 60091
Totals:
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. PO Buydown % cears.

* The PO Buydown is a tool to help manage your
procurement documents (i.e., your purchase orders).

* The PO Buydown allows user to:

* |dentify POs to close

* See voucher activity on a PO -

* See chartfield coding on a PO Eil o, :

* See all PO activity for your PCA
* Purchasing>Purchase Orders>Review
PO Information>PO Buydown Report
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General Enterprise and Resource Support

PO Buydown Criteria 5 GEARS

Favorites © Main Menu > Purchasing : Purchase Orders : Rewview PO Information : PO Buydown Report

-

Aoc Po Buydown

Purchase Order Buydown Report

Run Control ID;:  Basic Report Manager  Process Manitor

Report Selection Parameters

1-3 of 3 Last
Field Hame Selection Type From To
Vendor Name - |Value - | |XERDX CORPORATI G, (=]
PO Number >  Value +  |ooooos2599 Q [*[=]
Program Cost Account -~ Value - |EUUQ1 Q) =l

Chartfield Exclusions

1of1 Last

Field Name Selection Type From To
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GEARS

General Enterprise and Resource Support

. PO Buydown Report

MARYLAND S Purchase Order Buydown Report Run Date October 26, 2015
) — | —
JUDICIARY i Report Criteria: Select: Vendor Name = XEROX CORPORATION and PO_ID = 0000052599 and PRODUCT =
60091 Run Time 15:18 PM
Exclude: NONE Page 101
PO ID: 0000052599
PO Date Vendor Id Status
07/01/2015 0000000731 A XEROX CORPORATION
Cf POLine Description DistLn BudRef PCA Fund  Account PO Amt Vehrd Amt PO Balance
NE 1 SN XKP523788 Annual Maintenanc 1 AY2016 60091 0001 0809 319.44 79.86 23958
NE 2 All Meter 1 (B&W) prints $0.01 1 AY2016 60091 0001 0809 200.05 40.73 159.32
NE 3 All Meter 2 (Color) prints $0 1 AY2016 60091 0001 0809 20018 10.52 189.66
PO Totals: 71967 131.11 588.56

Voucher ID: 00175092

Voucher  Voucher

Cf ReceiptiD Invoice Inv. Dt Line DistLn Bud Ref PCA Fund Account Voucher Amt
NE 080556831 08/01/2015 1 1 AY2016 600 0001 0809 26.62
NE 080556831 08/01/2015 2 1 AY20186 60091 0001 0809 9.52
NE 080556831 08/01/2015 3 1 AY2016 60091 0001 0809 6.28

Voucher ID: 00182789

Voucher Voucher

Cf ReceiptID Invoice Inv. Dt Line DistLn Bud Ref PCA Fund Account Voucher Amt
NE 081236019 09/03/2015 1 1 AY2016 60091 o001 0809 26.62
NE 081236019 09/03/2015 2 1 AY2016 60091 ooo1 0809 15.46
NE 081236019 09/03/2015 3 1 AY2016 60091 ooo1 0809 3.85

Voucher ID: 00190851

Voucher  Voucher

Cf ReceiptID Invoice Inv. Dt Line DistLn Bud Ref PCA Fund Account Voucher Amt
NE 081421417 10/01/2015 1 1 AY2016 60091 0001 0809 26.62
NE 081421417 10/01/2015 2 1 AY2016 60091 0001 0809 15.75
NE 081421417 10/01/2015 3| 1 AY2016 60091 0001 0809 0.39
PO Amt Vehrd Amt PO Balance 6 5

PO Report Totals: 71967 131.11 588.56



Q-
. Activity PO Buydown Report Q% SEARS

Search the PO Buydown Report to review the vouchers applied
to a PO and the current balance.

» PCA - your location

» PO - number is known

» Vendor ID and/or Name -
FedEx -0000007431
Pithney Bowes — 0000009964

Rudolph Office... - 0000005387
MD Correctional Enterprises - 0000006439
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PO Close Request 08 GEARS

Favorites Main Menu > Purchasing > Purchase Orders » Review PO Information > PO Close Reguest

- - -

Aoc Po Close

Field Request for PO Close

PO Selection Parameters

Field Hame Selection Type From To
Program Cost Account - Yalue - G009 & E|
Chartfield Exclusions i First 1o0f1 Last
Field Hame Selection Type From To
Exclude fero Balance PO's - El
. Search | | Clear | (lickClear to Refresh Search

1= E‘.ave| et Heulntnﬁaam| |#ElPrevious in list | +E Hmdnust|
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PO Close Request

Purchase Orders » Review PO Information >

- -

Favorites :
= :

Aoc Po Close

Field Request for PO Close

Main Menu : Purchasing
- -

PO Close Request

10f1 DN Last

PO Selection Parameters Find First 4]

Field Name Selection Type From To
Program Cost Account - Yalue - 60081 a, EI
Chartfield Exclusions First 1 1 or 1 I L ast

Field Hame Selection Type From To
- - =

| Search | | Clear | click Clearto Refresh Search
| Select All |

Personalize | Find |

s

.
Vouchered

GEARS

General Enterprise and Resource Support

Close % PO Number PO Date Vendor ID Vendor Status Vendor Name PO Amount T PO Balance PO Lines
1 | MoJuD 0000051778 07012015 0000008661 Approved CAPITOL DOCUMENT SOLUTIONS LLC 2,400.00 1,200.00 1,200.00 PO Lines
2 | MoJuD 0000051826 07/01/2015 0000000731 Approved KEROX CORPORATION 132588 326.27 999.61 PO Lines
3 | MoJuD 0000052599 07/01/2015 0000000731 Approved KEROX CORPORATION T19.67 33510 38457 PO Lines
4 | MoJuD 0000053839 09/28/2015 0000012898 Approved PENM JERSEY PAPER CO 138.84 138.84 0.00 PO Lines
5 | MDJUD 0000054179 10M6/2015 0000012898 Approved PENM JERSEY PAPER CO 84.86 54.86 0.00 PO Lines
G | MoJuD 0000054315 10/26/2015 0000006439 Approved MARYLAND CORRECTIONAL ENTERPRISE 291.68 291.68 0.00 PO Lines
i | MoJuD 0000054662 12M0/2015 00000028690 Approved STAPLES ADVANTAGE 260.00 260.00 0.00 PO Lines

| save L. RetuntoSearch |1 Frevousiist 4E Nextinlist
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. PO Close Request Qg GEARS ..

Favorites : Main Menu : Purchasing : Purchase Orders » Review PO Information » PO Close Request
- : - -

Aoc Po Close

Field Request for PO Close

- -

PO Selection Parameters ind First K1 1 0f 1 I Last
Field Name Selection Type From To
Program Cost Account - Value A 60091 Q (=l
Chartfield Exclusions ind First K1 1 0f 1 I Last
Field Name Selection Type From To
- - E
| Beach | Clear | ClickClearto Refresh Search
| Select All |
: 2] —1
Perzonalize | Find | v First 1-T of 7 Last
Close mﬂ PO Number PO Date Vendor ID Vendor Status Vendor Name PO Amount % PO Balance PO Lines
1/[[Close ] mpiuD 0000051772 07101/2015 0000008661  Approved CAPITOL DOCUMENT SOLUTIONS LLC 2,400.00 1,200.00 1,200.00 PO Lines
2[Close ] MDJUD 0000051826 07/01/2015 0000000731  Approved  XEROX CORPORATION 132588 326.27 999.61 PO Lines
3 [Clese ] MDJUD 0000052509 071012015 0000000731  Approved  XEROX CORPORATION 719.67 335.10 38457 PO Lines
4/[Close ] MDJUD 0000053839 09/28/2015 0000012898  Approved PENN JERSEY PAPER CO 138.84 138.84 0.00 PO Lines
5|[ Close ] MDJUD 0000054179 10/16/2015 0000012898  Approved PENN JERSEY PAPER CO 34.86 34.86 0.00 PO Lines
6 Close | MDJUD 0000054315 10i26/2015 0000006439  Approved MARYLAND CORRECTIONAL ENTERPRISE 20168 20168 0.00 PO Lines
7 /[ Cloese ] MDJUD 0000054662 12/10/2015 0000008690  Approved STAPLES ADVANTAGE 260.00 260.00 0.00 PO Lines
| Process PO Close Requests |

=] Sa\lel & mmmm] [#Elrevious,in List | |+ Nextnust
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9
. PO Close Request (}8 SEARS ..

Favor'rtes@ Main Menu s Purchasing : Purchase Orders » Review PO Information » PO Close Request

-

Please confirm you wish to close the following PO's

Personaiize | Find | B | # First £ 4 071 T Last
Vouchered

Business Unit PO Number PO Date Vendor ID Vendor Status Vendor Name PO Amount Amount PO Balance

1MDJUD 0000054315 10i26/2015 0000006439 Approved MARYLAND CORRECTIONAL ENTERPRISE 291.68 291.68 0.00

CONFRM |~ Retum  Cancel
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o
PO Close Request {J GEARS

Purchase Order Close Request Sucessfully Submitted (20000 58)

An email has been sentto DPCA (Procurement) with your request.

s




a ‘
. PO Close Request — Email Response 8““5

Thu 12/17/2015 8:58 AM

AOC - Procurement PO Close
RE: Purchase Order Close Request

To GEARS_FRP@mdcourts.gov; | | AOC - Procurement PO Close

Cc M Jaynise Hall

Request complete!

From: GEARS ERP@mdcourts.gov [mailto:GEARS ERP@mdcoourts.gov]
Sent: Wednesday, December 16, 2015 10:02 AM

To: AQC - Procurement PO Close <aocpoclose @mdcourts.govs
Subject: Purchase Order Close Request

Gears user JAYNISE HALL has requested the following purchase orders be closed:

PO Number 0000054315 Dated 10-26-2015

(This message was system generated on 2013-12-16 at 10.02.01.000000. Please do not reply to this e-mail )
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. Payment Research { $< GEARS

Tools that allow users to inquire about voucher
information, PCA, vendor, PO number, appropriation year,
date, invoice number and much more.

A/P>Review Accounts Payable Info>Vouchers>Voucher
Activity Inquiry

A/P>Voucher>Add/Update>Regular Entry
A/P>Voucher>Add/Update>Voucher Search
A/P>Reports>Vendor>Pymt Hist by Vendor w/PCA Secy
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. Voucher Activity Inquiry Q% GEARS -

Favorites - | Main Menu = » Accounts Payable » > Review Accounts Payable Info » > Vouchers = > Voucher Activity Inguiry

&« GEARS

MARYLAND | UDICIARY

Voucher Activity Inquiry / /

*Business Unit MDD Q‘ Exclude Deleted Vouchers: [ Exclude Closed Vouchers: [
Voucher ID Q Voucher Description

Invoice Number Invoice Date From El Invoice Date To el
Gross Invoice Amount

PO Number Q Project ID Q

Vendor ID Supplier Name “endor Search
Entered By Q

Program Cost Account 60091 |Q Account From 0301 Q, Account To [03597 Q
Approp Year From Q Approp Year To Q
Acct Dt From 0710172017 |5 acct Date To 09/30/2017 [+

Matching, Approvals, Status Search Options

Budget Status Post Status Transaction Status | V|

Match Status | V| Approval Status | V|

Clear *Click Clear to Refresh Search®
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o
. Voucher Activity Inquiry < GEARS

Favorites « | Main Menu + » Accounts Payable » > Review Accounts Payable Info » > “ouchers » > “oucher Activity Inguiry

%+ GEARS

MARYLAND |LDICIARY

Voucher Activity Inquiry

"Business Unit = M| [MDIUD [ Exclude Deleted Vouchers: [ Exclude Closed Vouchers: [
Voucher ID Q Voucher Description
Invoice Number Invoice Date From Bl Invoice Date To [
Gross Invoice Amount
PO Number Q Project ID Q
Vendor ID Supplier Name| Vendor Search
Entered By Q
Program Cost Account 60091 Q Account From 0201 G, Account To 0397 aQ,
Approp Year From Q Approp Year To Q
Acct Dt From 07/01/2017 |5l Acct Date To 09/30/2017 [
Matching, Approvals, Status Search Options
Budget Stalus Post Status Transaction Status | V|
Match Status | V| Approval Status | V|
Clear *Click Clear to Refresh Search®
Search results Personalize | Find | View All | | = First ‘& 1-7of 7 &/ Last
Transaction Status Voucher Invoice Date ~ ipprop UED PCA Account Monetary Amount Invoice Amount Vendor ID Suppli
1 Paid by State 00356454 orrazoT AY2018 60091 0301 26.41 26.41 0000007431 FEDE
2 Paid by State 003585384 07232017 AY2018 60091 0306 10210 1107 1.26 0000003935 VERIZ
3 Paid by State 00360744 oFr2a2o017 AY2018 60091 0306 24.00 3352.00 0000007561 ATET
4 Paid by State 00366226 087232017 AY2018 60091 0306 10210 11575.95 0000003935 VERIZ
5 Paid by State 00368717 08r2a/2017 AY2018 60091 0306 84.00 4027 .95 0000007561 ATET
6 Paid by State 00366975 0&r292017 AY2018 60091 0301 10.24 10.24 DOO00OT431 FEDE
7 Paid by State 00371326 oerz22:7 AY2018 60091 0301 15.61 15.61 0000007431 FEDE
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. Activity — Voucher Activity Inquiry (}8 GEARS

Search the Voucher Activity Inquiry to review the vouchers
statuses.

» PCA - your location
» Invoice Date — 7/1/2018 — current date
» PO —if known
» Account — pick an account or range
» Entered by — person that enters vouchers
» Vendor ID and/or Name —
FedEx -0000007431
Pitney Bowes — 0000009964

Rudolph Office... - 0000005387

MD Correctional Enterprises - 0000006439
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General Enterprise and Resource Support

. . QQ
. Voucher Activity Regular Entry {34 GEARS

Favorites = | Main Menu - » Accounts Payable «+ > V“ouchers~ > AddUpdate~ > Regular Entry

&« GEARS

MARYLAND |UDICIARY

Voucher

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Use Saved Search:

Business Unit[= | MDJUD x|@
Voucher ID|begins with ]
Invoice Number begins with |
Invoice Date[=  ~v| [08/12/2017 El
Short Vendor Name [begins with v |
Wendor 1D [begins with ] Q,
Vendor Name FedEx

Voucher Style|= vl | v

Related Vioucher | begins with v

Entry Status|= vl | v

Woucher Source|= v W

Incomplete Voucher | = v | v

Ref Doc | begins with s

[l case Sensitive

Search Clear Basic Search @ Save Search Crteria  Delete Saved Search
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General Enterprise and Resource Support

Lo J0
Voucher Activity Regular Entry Results Q%GEARS

Favorites - | Main Menu - > Accounts Payable ~ > Vouchers~ > AddUpdate~ > Regular Eniry

5« GEARS

MARYLAND | UDICIARY

Voucher

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Use Saved Search:

Business Unit[= /| MDJUD Q,
Voucher ID
Invoice Number
Invoice Date[=___ ~]  [09/12/2017 El
Short Vendor Name
Vendor ID Q,
Vendor Name FedEx
Voucher Style[= v v
Related Voucher
Entry Status[= M v
Voucher Source[= v v

Incomplete Voucher [= v | v

Ref Doc | begins with »

[Jcase sensitive

Search Clear | Basic Search |§. Save Search Criteria Delete Saved Search

Search Results

View All First ‘&' 160f8 '» Last
Businegz Unit Voucher ID Invoice Number Gross Invoice Amount Payment Amount Invoice Date Short Vendor Name Vendor ID  Vendor Mame Voucher Style Related Voucher Entry Status Voucher Source Incomplete Voucher Ref Doc

MDJUD 00369803 5-026-41878 535 535 09/12/2017 FEDEX-002 0000007431 FEDEX Regular (blank) Postable  Online Complete VZA13606
MDJUD 00370870 5-927-26879 8579 85.79 09/12/2017 FEDEX-002 0000007431 FEDEX Regular (blank) Postable  Online Complete VZA14316
MDJUD 00371326 5-926-55471  15.61 1561 08M2/2017 FEDEX-002 0000007431 FEDEX Regular (blank) Postable  Online Complete VZA14505
MDJUD 00373094 5-0926-91555 340.87 340.87 0912/2017 FEDEX-002 0000007431 FEDEX Regular (blank) Postable  Online Complete VZA15806
MDJUD 00374450 5-026-69519 88.11 8311 09/12/2017 FEDEX-002 0000007431 FEDEX Regular (blank) Postable  Online Complete VZA17207
MDJUD 00372036 5-026-04455 6.46 6.46 098/12/2017 FEDEX-002 0000007431 FEDEX Regular (blank) Postable  Online Complete VZD16916
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General Enterprise and Resource Support

Q..
Voucher Activity Regular Entry-Drill Downﬁ}gGEARS

Favorites - | Main Menu - > Accounts Payable - > “ouchers ~ > AddfUpdate -~ > Regular Entry

& GEARS

MARYLAND | LIDICIARY

Summary Related Documents Invoice Information AQC MD Payment Bayments Voucher Attributes Error Summary

Business Unit MDJUD Invoice Date 089M22017
Voucher ID 00371326 Invoice No 5-926-55471
Voucher Style Regular Invoice Total 1561 usD

Vendor Name FEDEX
PO BOX 371461
PITTSBURGH, PA 15250-7461

Entry Status Postable Pay Terms Due Now
Match Status g patch Approval History: Voucher Source Online
Approval Status Approved Origin  ONL
Post Status Posted Created On 09M19/2017 317PM
Created By LOEI.MELBY
Doc Tol Status “alid Last Update 0912017 3:20PM
Budget Status “alid Modified By TAMMY SITAR
ERS Type Mot Applicable
Budget Misc Status “alid Close Status Open
*View Related | Payment Inguiry v| Go
[ Return to Search || 1] Previousin List ||4 ] NextinlList ||[&]Notify | & Refresh [ Add || F Update/Display

Summary | Related Documents | Invoice Information | AQC MD Payment | Payments | Woucher Attributes | Ermor Summary

80



o
. Activity — Voucher Regular Entry (}8 SEARS

Search the Voucher Regular Entry to review the vouchers
statuses.

» PCA - your location
» Invoice Date — select a date or date range

» Vendor ID and/or Name —
FedEx - 0000007431
Pitney Bowes — 0000009964
Rudolph Office... - 0000005387
MD Correctional Enterprises - 0000006439

» Entered by — person that enters vouchers

» Can also see statuses or link to them through Voucher
Activity Inquiry
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General Enterprise and Resource Support

Q-
Voucher Search Q%GEARS

Favorites - | Main Menu - » Accounts Payable» » Vouchers» > Add/Update » > Voucher Search

& GEARS

MARYLAND |UDICIARY

Voucher Search
Voucher Information

*Business Unit MCUUD QL Incomplete 1l|.-':]u+\:her| v|
Voucher ID Q Entry Status| v|
Invoice Number 5-326-55471 aQ Voucher Style| v|
Related Vioucher 2 Voucher Source| v|

Vendor Information

Vendor ID Q
] New window
Short Vendor Name i
Vendor Name Q Search
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General Enterprise and Resource Support

Q-
. Voucher Search - Results (. GEARS

Favorites = | Iiain Menu » Accounts Payable= > Vouchers» > AddUpdate» > Voucher Search

& GEARS

MARYLAND JUDICIARY

Voucher Search
Voucher Information
*Business Unit MDJUD aQ Incomplete Voucher kv
Voucher ID Q Entry Status v
Invoice Number 5-826-55471 Q, Voucher Style kv
Related Voucher Q Voucher Source v
Vendor Information
Vendor ID Q
M New wind
Short Vendor Name Q ewwindow
Vendor Name Q Search
Search Results Personaize | Find | View Al | @] B Fist @ 1011 @) Last
Business Unit  Voucher ID u‘:;‘;’:r Invoice Date  Voucher Style gﬁz‘:' Entry Status  Incomplete Voucher Eﬁ:ﬁn‘{m)ice T ion Currency A 1) Vendor 1D Short Vendor Name [Vendog Classification
MDJUD 00371326 5-026-55471 0911272017  Regular Online Postable 15.61USD Attachments (1) 0000007431 FEDEX-D02 FEDEX 0o
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. Voucher Search — Drill Down

o
9, GEARS
O General Enterprise and Resource Support
#

Favorites « |

& GEARS

Main Menu - >

Accounts Payable = »

BMARYLAND | UDRCIARY

Summary

Business Unit

Voucher ID
Voucher Style
Vendor Name

Entry Status
Match Status

Approval Status
Post Status

Doc Tol Status
Budget Status

Budget Misc Status

*View Related | Payment Inquiry

|Zh Return to Search

Related Documents

Invoice Information

MDJUD

00371326

Regular

FEDEX

PO BOX 371461
PITTSBURGH, PA 15250-7461

Fostable

.............................................

Mo Match
Approved
Fosted

Walid
Yalid

Walid

4| Previous in List | |4| Mextin List

Vouchers = >

AQC MD Payment

V| Go

(=] Notify

AddUpdate » > Regular Entry

EBayments Voucher Aftributes Error Summary

Invoice Date 0911272017
Invoice No 5-926-55471

Invoice Total 1561 UsD

Pay Terms Due Mow
Voucher Source OCnline
Origin  OML
Created On 09/19/2017 3:17FM
Created By LORI.MELBY
Last Update 09/19/2017 3:20FPM
Modified By TAMMY SITAR

ERS Type Not Applicable
Close Status Cpen

i Refresh [k Add || A Update/Display

Summary | Related Documents | Invoice Information | AOC MD Payment | Payments | Youcher Attributes | Emmor Summary
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Q-
. Activity — Voucher Search Q% SEARS

Search the Voucher Search to review the vouchers statuses.
» Voucher ID — if known
» Invoice Date — select a date or date range
» Vendor ID and/or Name —
FedEx - 0000007431
Pitney Bowes — 0000009964

Rudolph Office... - 0000005387
MD Correctional Enterprises - 0000006439
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Payment History by Vendor w/PCA (3@ GEARS
SeCu I‘ity O General Enterprise and Resource Support

Favarites ~ | Main Menu - > Accounts Payable ~ :» Reports- > Vendor- > PymtHist by Vendor wWPCA Secy

&« GEARS

MARYLAND | LIDICIARY

Payment History by Vendor

Run Control ID Basic Report Manager Process Monitor G

Language | English v|

Report Request Parameters

View Another Date Range Print Cptions
From Date: 09/12/2017 |[3

Through Date: 09/12/2017 [[5{;

*Detail or Summary: [ Detail v

Selection Find | View All First ‘& 10f1 ‘& Last
*Remit SetlD *Remit Vendor

SHARE | Q) 0000007431 |Q, FEDEX [+][=]

[5]Save | [@h Return to Search =] Previous in List #=| Nextin List [=] Notify EL Aadd | F] Update/Display
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Payment History By Vendor {3@ GEARS
W Secu ri - ReSUItS O General Enterprise and Resource Support

Report ID: AOC_APX2000 PeapleSoft Accounts Pavable Page No L
ORACLE DETAILED PAYMENT HISTORY BY VENDOR w/PCA Security Run Date 1172172017
From: Sep/12/2017 To: Sep/12/2017 Pun Time 12:26:44 PM
Remit Vendor: SHARE 0000007431

Payment Currency: uUsD
Pavment Ref Date Handling Status Remit To Pav Cvele Seq Pavment Amount Document Sequence
431558 Sep/12/2017 RE Paid FEDEX DAILY6 628 9.83 USD
PO BOX 371461
PITTSBURGH
PA 13250-7461
United States
Unit Voucher ID Invoice ID Invoice Date Voucher Line Voucher Dist Paid Amount
MDJUD 00367667 5-913-31009 Aug/29/2017 1 1 9.83 USD

Total for Check Payments:

9.83 USD
Total for Bank Account: 9.83 USD
Total for Currency: 9.83 USD

End of Report
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Activity — Payment History by Vendor (3@ GEARS
w/ PCA Securit Yy ot

Search the Payment History by Vendor w/PCA Security to
review the vouchers statuses.

» Invoice Date — select a date or date range

» Vendor ID and/or Name —
FedEx - 0000007431
Pitney Bowes — 0000009964
Rudolph Office... - 0000005387
MD Correctional Enterprises - 0000006439
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Maintenance Tips
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3
Voucher Clean-up {P4GEARS .

Favories = | Main Menu - > Accounts Payable » > Review Accounts Payable Info- > Vouchers = > Voucher Activity Inquiry

&< GEARS

BAARYLAND | UDICLARY

Voucher Activity Inquiry

"Business Unit £ MDJDIQ Exclude Deleted Vouchers: [ Exclude Closed Vouchers: [
Voucher ID |Begins wi W Q Voucher Description

Invoice Number [Begins wi__ | Invoice Date From [ invoice Date To ]
Gross Invoice Amaunt jl

PO Number |Begins wi__ | A project D Q,

Vendor ID [Beginswi | Supplier Name Vendor Search
Entered By Begins wi W a

Program Cost Account |Beginswl Q Account From O, Account To Q
Approp Year From & Approp Year To Q

Acct Dt From 0 Acct Date To i)

Matching, Approvals, Status Search Options

Budget Status il Post Status | “-"'| Transaction Status

Cancelled Paymant

Match Status [ V] Approval Status Closed
DEF - Processing Hold
- " DEF Voucher Adjustment
Search Claar Click Clear o Refresh Search DEF in Process
Delated

InterAgent y-Dispatc hed
Mot Submitted / In The Field
Paid by State

Submitted to State
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General Enterprise and Resource Support

. General Ledger Clean-up (:%GEARS

Favorites = Main Menu > General Ladger » Joumnals » Journal Entry -  Craate/Update Journal Entries

Create/Update Journal Entries
Enter any information you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value Add a New Value

= Search Criteria

Use Saved Search: | ol

Business Unit:; = W [MDIUD Q,

Journal ID: begins with ~ ||

Journal Date: = \_..-| | [

Ref Doc: [begins win v

Line Business Unit: = vl | aQy

Journal Header Status: = ~ [
Budget Checking Header Status: [= ~ ED'E:EI_:]“;‘:I'EHW Incomplets

Source: = 'v‘| Journal Has Ermors

Entered By: beging with w || N Status - Meeds to be Edited

) Pastad to Ledgen(s)
y Attachment Exist: Posting Incomplete

Unposted
[lcase sensitive Upgrade Joumnal - Can't Unpost
“alid Journal - Edits Complete
Valid SJE Model - Do Mot Post

i
!I

Search Cleasr - |Basic Search [ Save Search Criteria Delete Saved Search

Find an Existing “alue | Add a New vValue
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General Enterprise and Resource Support

General Ledger Attachments Q%GEARS

Favontes - | Main Menu - > General Ledger~ > Joumals- > Joumal Enfry -

& GEARS

MARYLAND |UDHCIARY

» Create/Update Joumnal Entries

Create/Update Journal Entries

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Use Saved Search: | v|

Business Unit[= v/ MDJUD Q
Journal ID| begins with
Jounal Date[>=  ~| [07/01/2017

Ref Doc
Line Business LJnit Q,
Journal Header Status| = v | v|
Budget Checking Header Status|= v| | v
Source[= w| o}
Entered By| begins with | JAYNISE.HALL a,
Attachment Exist| = ~| [N ~
[l case sensitive
Search Clear Basic Search El Save Search Criteria Delste Saved Search

Find an Existing Value | Add a New Value



Security Review

» Query — AOC_SECTY_USERS_BY RULE

s

GEARS

General Enterprise and Resource Support

AOC_SECTY_USERS_BY_RULE - Users by Security Rule

RULE (eg. JUD22) AOC_ED Q
Include Locked Accounts? [
View Results

Download results in . Excel SpreadSheet CSV Text File XML File (28 kb)

View Al

User
AOC_I
ACC_|
AOC_i
AOC_I
ACC_{
AQC_I
AOC_i
AOC_!
AQC_|
ACC_i
AQC |
ACC_i
ACC_I
ACC_{
AOC_I
ACC_I

o000
[ s

R R P N
(]

-~ @
o000

- . O o
.

—
~

e et B Bt T Pt Tl Lo Pt 1 fhat

Lt 0o | roodt M andl docr Bomd 9 cncd B md o) @ il (L ~od B ] o=t R

OO0 000000

Security Rule

Role Name
MDJ_AP_ANALYST
MDJ_AP_INQUIRY
MDJ_AP_REPORT
MDJ_GEN_PEOPLESOFT_USER
MDJ_GEN_QUERY_VIEWER
MDJ_GL_INQUIRY
MDJ_GL_JRNL_CREATOR_FIELD
MDJ_GL_REPORT
MDJ_PO_FIELD_ANALYST
MDJ_PO_INQUIRY
MDJ_PO_PCARD_CRD_HLDR
MDJ_PO_RCVR
MDJ_PO_REPORT
MDJ_BV_INQUIRY
MDJ_PV_REQ
PeopieSot User
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General Enterprise and Resource Support

o
Security Review Q(Q}GEARS

« Query — AOC_SECTY_USERS_BY PCA

"AOC_SECTY_USERS_BY_PCA - User Security Rule by PCA

PCA |5 1 QL
Include Locked Accounts? [
View Results

Download results in ;. Excel SpreadSheel  CSV Text File XML File (30 kb)

View All
User PCA Security Rule Raole Name
1 C L 6 1 ADC MDJ_AP_ANALYST
2 C L 6 1 ADC_ MDJ_AP_INGUIRY
3 C L 6 1 ADC_ MDJ_AP _REPORT
1 4 C L 6 1 ADC_ MDJ_GEN_PEOPLESOFT_USER
5 C L 6 1 ADC_ MDJ_GEN_QUERY_VIEWER
6 cC L 81 ADC_ MDJ_GL_INQUIRY
7 C L 6 1 ADC_ MDJ_GL_JRNL_CREATOR_FIELD
8 C L 6 1 ADC MDJ_GL_REPORT
9 G L 6 1 ADC_ MDWJ_PO_FIELD_AMNALYST
10 C L 6 1 AQC_ MDJ_PO_INQUIRY
1 C L 6 1 ADC_ MDJ_PO_PCARD_CRD_HLDR
12 C L 6 1 AOC_ MDJ_PO_RCVR
13 c L 6 1 ADC MDJ_PO_REPORT
14 C L 6 1 ADC_ MDJ_PV_INQUIRY
15 C L 6 1 ADC MDJ_Pv_REG
16 c L 6 1 ADC_ PeopleSont Uiser
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Q
. Best Practices for Expenditure Q% GEARS ..

* Weekly/Regular To Do List

e Review outstanding Requisitions, PO’s, & Vouchers

v Budget Error

v Pending Approval

v' Pushed Back - POV
v'Close Req’s and PO’s =

Monthly To Do List
* Budget Overview and/or Status Report

>
b,
>
e

e Detail Trial Balance
e Periodic review of GEARS security access
* Year-End Memo and Year-End Check list
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(Fooeans

Where was ...?

How Do I...?

How much...?

If you have any questions,
please do not hesitate to
contact us. We are happy
to assist youl!
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QQ General Enterprise and Resource Support
#

QUESTIONS???
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